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MEMORANDUM FOR: CHIEF, CLASSIFICATION AND WAGE DIVISION

Y. - 25X1A9%9a

A ' SUBJECT : Reclassification of Position ¥ 5 (Clerk Typing).

ATTENTION

.

' l. You are requested to raise the grade of the above identified
- position from GS-L to GS-5.

2. The incumbent of this position is currently 0S-S5 and has
been detailed to position Y5, pending reclassification action. This
is a "front office position” requiring a person with a quick mind,
considerable tact, and the ability to deal with visitors in the Office
of the Chief in a courteous and competent manner, It also requires
considerable knowledge of the over-all OTS operations.

3« The prospective incmnbent_ is 2 qual- 25X1A9a
ified typist who is currently learning shorthand. When she has
qualified in this field, we will request that the position by de-
signated as Secretary (Steno).

b, TYour early approval of this request will be very much

(3 appreclated, since it will then permit us to recruit for position
¥ 20, Assistant Personnel Cfficer,

25X1A9%9a

Actiflg Chief, Admin,/OTS
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